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The Clerk’s responsibilities for furnishing electrical and 
mechanical office equipment are carried out by the Service’s 
accounting, physical control, and repair service units, whose 
activities are financed from various appropriations. 

The accounting unit consists of a chief, an assistant cnief, 
and 10 clerks. It maintains accounting control over owned and 
leased office equipment and is responsible for leasing, purchas- 
ing I and disposing of electrical and mechanical office equipment. 

The physical control unit consists of a supervisor, a repair- 
man, and five office equipment attendants. It is responsible for ’ 
picking up, delivering, transferring, and lending electrical and 
mechanical office equipment and providing electronic stencil cut- 
ting services. 

The repair service unit consists of a repairman-supervisor, 
an assistant supervisor, a clerk, and nine repairmen. It is 
responsible for cleaning and repairing automatic, electric, and 
manual typewriters and mimeograph machines. 

We reviewed the controls over owned and leased equipment; 
examined selected purchases and disposals of equipment; invento- 
ried equipment awaiting disposal and equipment used for loans to 
Members, officers, or committees while regular equipment is being 
repaired: and reviewed the trade-in of excess typewriters and the 
disposition of reimbursements received from GSA for the sale of 
excess House equipment. 

NEW COMPUTERIZED SYSTEM 

The Service implemented a new on-line computerized system in 
July 1980 to account for House office equipment. Each day, ac- 
counting unit personnel record (1) obligations for the purchase 
and lease of equipment, (2) other acquisitions, disposals, and 
deletions and (3) cancellations of equipment. 

Inventory data and other An/formation are available for view- 
ing on the computer terminals’ five video screens. The terminals 
are used for recording the cost of purchased and leased equipment, 
controlling inventory, paying monthly leases, and billing Members 
and officers monthly for use of the equipment. 

A unified inventory, by assigned office, of purchased and 
leased equipment is printed daily for accounting office use show- 
ing the equipment control number, serial number, approval code, 
order number, contract plan, installation date, and. monthly and 
annual cost. - 

At the end of each month an inventory of nonleased equipment 
is printed for use by the accounting office. By type of equip- 
ment, both active and inactive, it shows the equipment control 
number, description, charge, serial number, account, order number, 
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The Honorable Edmund L. Henshaw, Jr. 
Clerk of the House of Representatives 

Dear Mr. Henshaw: 

Pursuant to your May 18, 1981, request, we revieied the 
activities of the Office Equipment Service (Service) of the House 
of Representatives for the year ended June 30, 1981. 

GENERAL COMMENTS 

Under section 112e of title 2, United States Code, the Clerk 
of the House furnishes electrical and mechanical off ice equipment, 
in accordance with the limitations and regulations prescribed by 
the Committee on House Administration, to (1) Members’ (including 
the Resident Commissioner from Puerto Rico and Delegates to the 
House of Representatives from the District of Columbia, Guam, the 
Virgin Islands, and American Samoa) and ( 2) officers and commit- 
tees of the House of Representatives. . 

The Service is charged with operating the programs for 
purchasing, leasing, and servicing House office equipment. The 
Service’s activities are financed through various appropriations 
available to the House of Representatives and its operating costs 
are reported under those appropriations in the quarterly reports 
of the Clerk. 

’ The Committee on House Administration has issued regulations _ 
establishing equipment purchase and lease programs for Members 
and authorizing equipment purchases for committees consistent with 
individual needs. In addition/the Clerk may purchase or lease 
equipment for Officers of the&House with the approval of the 
Committee on House Administration. 

In December 1980, the committee issued new regulations govern- 
ing office equipment. Appendixes I and II set forth those portions 
of the committee’s regulations that pertain to the lease and pur- 
chase programs. Appendix III summarizes the changes which became 
effective January 3, 1981. 

The, procedure for disposing of excess equipment was also 
changed by the committee in January 1981. General Services Admin- 
istration (GSA) is now required to reimburse the Service for the 
sale of excess equipment sent for disposal. During fiscal 1981, 
$63,881 was received from GSA sales and deposited into the U.S. 
Treasury. In addition, the Service’s records showed that $11,160 
was due for typewriters disposed of through the International 
Business Machines Corporation. 
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A copy of this report is being sent to the Chairman of the 
Committee on House Administration. 

Sincerely yours, 

Acting Comptrolle Yi beneral 
of the United States 
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acquisition date, purchase cost, depreciation to date, and net 
value of each item. Before 1981, depreciation of purchased equip- 
ment was based on an estimated useful life of 10 years,using the 
straight line method. In 1981, the Service started using an esti- 
mated useful life of 5 years for depreciation of purchased equip- 
ment. The June 30, 1981, inventory of nonleased office equipment 
consisted of 13,535 items with an acquisition cost of about 
$12.4 million and a net book value of about $4.2 million (see 
sch. 1). 

To convert the computer system to the unified inventory ac- 
counting method by January 3, 1981, as required by the new commit- 
tee regulations, the Service has given priority to implementing 
the recording of purchasing and leasing obligations. Consequently, 
certain office procedures are not computerized. Payments for equip- 
ment, supplies, and services are processed manually. The repair 
parts inventory and repair history records were not yet on-line,\ 
nor had they been updated manually. We did not attempt to verify 
the accuracy of the repair parts inventory or repair history records 
for fiscal 1981. 

Our examination of selected purchase, lease, and disposal 
transactions showed them to be properly documented and recorded. 
The Service's records adequately account for the equipment and 
provide satisfactory control over the monthly charges for use of 
the equipment. 

OFFICE EQUIPMENT SERVICE'S 
OPERATING COSTS 

The Service's operating costs for the year ended June 30, 
1981, excluding the cost of forms obtained from the Government 
Printing Office and the cost of data processing services, utili- 
ties, office furniture, and building space (which are charged to 
other accounts) were as follows: 

Administrative salaries and benefits $ 191,103 
Operating salaries and benefits.0 452,657 
Leasing costs .( 5,775,248 
Depreciation of equipment 4,171,990 
Depreciated value of equipment transferred 

to the General Services Administration 79,228 
Repair parts: 

Restaurant computer software $ 6,324 
Recording Studio 30,641 
Office equipment 36,087 

Vendor repairs 

Moving expense 

Office supplies 

73,052 

109,636 

4,368 

2.355 

S10.859,637 
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Type of equipment Units cost 

Addressing 
Automatic typewriters 
Typewriters 
Dictating 
Duplicating 
Adding machines and 

calculators 

127 $ 105,541 
260 426,575 

7,021 3.934.382 
1,994 734,220 

705 500,569 

ul 
Telephone accessories 
Television sets 
Computers 
Television broadcast 

equipment 
Miscellaneous (note a) 

774 182,962 30 5,714 
379 221,283 29 17,047 
448 128,609 104 34,832 
162 1,684,079 186 139.000 

301 1,437,761 
1,077 865,612 

Total 13,248 $10,221,593 

HOUSE OF REPRSSSNTATIVES OFFICE SQUIPMENT SERVICE 

SUMMARY OF EQUIPHSNT ACCOUNTS JULY 1, 1980 TO JUNE 30, 1981 

Inventory 
July 1, 1980 Acquisition8 Disposals 

Unit6 

438 
400 
209 

21 

1,967 
---_ 

CO& 

$ - 
1.764.997 

332,734 
91,271 
36,285 

8,431 
755,307 

$3,185,618 
--- 

Units 

53 
165 
851 
274 
166 

56 
5 

cost 

$ 43,264 
128,054 
349.072 
111,468 
147.032 

20,425 
2.952 

Units cost deDreciation value -. 

74 $ 62,277 $ 60,205 s 2.072 
533 2.063.518 1,244.393 819,125 

6,570 3.918.044 3.035.547 882,497 
1,929 714.023 520,069 193,954 

560 389,822 328.641 61,181 

748 168,251 143,302 24.949 
403 235,378 94.228 141,150 
552 163,441 53,459 109,982 
348 1.823.079 995,446 827,633 

206,833 
326 1,446,192 491,247 954,945 

1,492 1,414,086 1.255.146 158,940 

$1,009.100 13,535 $12.398.111 $8.221.683 

Inventory 
June 30, 1981 

Accumulated Net booll 

$4.176,428 
--- 

a/Includes automatic letter openers and sealers, 
- ment, 

automatic letter folders and inserters. delivery trucks, Motorola Pageboy Pagera, c-ra quip- 
cash registers, photocopiers, signature machines, word processors, and other miscellaneous equipment. 

Note: This schedule does not include about 3,600 pieces of office equipment that the Office Equipment Service leased and controlled for blemkre 
and officers at a cost of about $5.8 million in fiscal 1981. 
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APPENDIX I APPENDIX r 

Prov&lonr Rdatin# to ofnm EqulpmMt 
aOfflceequipmeatehallbe&niehodtoMem= 

k~fO~U8Ohthdid!k8ObythOClOkOfth8 
How from en approved liet of euch aquipmont 
eetabliihed by the Committi on Houn m 
tration. No other equipment may be acquired 
without the ape&c l pprovai of the CommitUe. 

b. Membera Allowance for Wflcial Expenaee 
will be charged a monthly uldr fW for all equip 
ment under their control. Such ueer fa will be 
detorminad bad upon the tem8 and conditione 
applicable to individual iteme of equipment ae 
listed in the approved list of equipment. 

c. Tha Clerk of tha Houee will fclrnieh equip 
ment to be charged jointly to the all0wanCee Of 
two or mom Momben, pmvided that- 

( 1) the 8haring egreement clearly deflnee the 
allocation of the ueer fee and liabiity for 
damaga or l-; 

(2) tha sharing agreement clearly d&lee the 
conditione for termination; 

(3) the rharing agmament qacitie8 the loca- 
tion of the equipment; and 

(4) prior approval of the joint sharing agree 
ment hae been obtained tiom the Unmittea 
on Houw AdminWation. 
dWhenanewMemberiee1ectedtoCkmgreu 

he will inhdrit the equipment charged to hie 
pred-r eubject to the following conditiorux 

(1) The inherited equipment will be retained 
. by the new Member for a period of at leaat 30 
day8 followin# hie raking the oath of office. 

(2)From3Oto9Odayeatbrhietakingthe 
oath of of&e, a Member may diepoee of any 
equipment that haa proved excemive or other- 
win u~8tbfactory. Raquaete for diepqeition 
willbamadeinwritingtotheClerkofthe 
Houm. 

(3) Aftor 90 daya from the Member% oath of 
of&e, euch equipment will be dirpoeed of in ac- 
cordawe with the procedura outlined in para- 
mph e. 
e. Equipment will be dispowd of ae followe: 

(1) Reqwrt, for dbpoeitione are to be made 
in writing by Member to the Clerk of the 

/ HOW: 
(2) The equipment, except manual typewriti 

em, will be turned in to the Clerk of the Houm 
for diapoeal, only (9 if itr rental plan hae ex- 
pired; (ii) if the condition ia such that it ie not 
economically feasible to keep the item operat 

iru;(iii)iftboi~haebocano~~dueto 
mbetm~~c~or(i*)iltheitemb 
fuuyde~dMwwl~temm4k 
hllmedia~wy~ 

(3)TheclerkofthoHoueewillexamiaethe 
equipmentundertbm5yeuplMti~ ’ 
whethar it meeta tha criteria tar diepaal. 

(4Uxeputawltht&clerkdtheHoluee8 
tothedetarminatioaof&sthermitummeeta 
thecritariafordieponlmaybeeubmittedto 
thacommittoaonHawMminbtmtioa 

(5) Equipmemt may k dbpoeed by the Clerk. 
atthedim&ionoftheCommitt~onHoua 
Adminiatra~ through the Galerd &rvica 
Adminiatmtion, open market treda-in, or any 
other manner advan- to tha How 
except thah no equipmont in8y be aold or 
tradeci to any individual other than on a com- 
petitive baeia. The Clerk ahall not, under thie 
authority, sell or trade any equipment to 
Membem, ol?icere or employeee of the House. 

(6) If a Member hae equipment which t SW 
plus to hie neede, but which doee not qual@ 
for diepoa& he may, upon written notification 
to the Clerk of the Houee, ammge with a 
Mender who de&ea the item, to t&or it to 
the other Member’8 account at the current 
UMga faa. 
f. A.ll equipment fu&hed wil.l be SUbjMt to 

the following inventory procedureaz 
(1) At the be&niag of each see&n of Con- 

grew, the Clerk will eend a liet (in duplicata) to 
each Member. Each Member will return one 
copy to the Clerk cartiijhg that the ibme am 
in his of&a If the ceticetion t not mceived 
within30dayethecle*willconductaphyei- 
cal inventory of the local equipment eo 
chargad. An affidavit will ha sent to verify the 
preeence of lieted equipment in the district 
OffSCO. 

(2) When a Member has been defeated in an 
election, or otheruiee leavee of&e, the Clerk 
will conduct an immediate physical inventory 
of the equipment awignad to that Membr’8 
offhe. If the daparting Member b a committao 
chairman, the Clerk will ale0 inventory the 
equipment aeeigned to the committee. In any 
perioda during which a vacancy exisU in a con- 
greaeional diet&t the etaff employee in charge 
of operations in the vaca&id office ie responei- 
ble for the aaeigned equipment. 
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APPENDIX III 

OPPICE EQUIPMENT 

loan REGULATIONS: Ruler promulgated by the CozaPittea on 
Bout Admlnirtration have rerulted in the following CDADGDB 
concwnbg office quipPent effective with the camon aament 
of the 97th Congrew: 

IPCQCLQT LISTINGS: Two previour aguipawt liatingm- tha 
char8 Account and the Off ice Bquipruat 

Invaatory- will be coxabined into a l ingla lirting, 
the Ylrakr Office Equipment Inventory. 

PIVB YEAR PLAN: It&a previously acquired under the Purchare 
Account wlll6r 88rignti to tha MnbDer Offico Equipmnt 
Inventory under tha 5 YEAR PIAN. There will k a monthly 
chargo to tha Official Expcnrer Allowance for each unit, 
baaed oa its original purchaae coat, and thir chargo will k 
roducod by 25Q annually until the fifth year. Bquipwnt 
aver five yoarr old will carry the fifthyoar monthly charge 
andmaybe dimpoaed of at anytime. 

ADDITIODAL PLMS: Itan previoumly acquired under tb 
haming Inventory will k amaigned to the Member Offica 
Dguipmt I-tory at their current l tatu8. The80 itoms 
may k canc8llsd upon thirty days writton notice, unlwm 
loa& uador 8 contract plan, and may k convartad to the 5 
You Pl8n upon written rwguert. 

APPROVED LIST: Afta January 3, 1981, no equipment may k 
acquired thaf ir not on the Hour0 Approved Lirt. .Ccmputer 
contracta curr-tly in affect may continua without ch8ngo 
until they 8re terminate. 

ADMDAL IDVDDTOPIDSr Bquipacmt invantoriam conducted by 
ZhZico lquipnont &rvice will include bared aguipPurt. A 
mr of Congress i* p8r8onally liable for tha low of or 
damgo to any l rrigned mquigment. 

BWTDLY STATEMENT: A xnonthly allowance l tat-nt from the 
11 l dviaa you of the total oquimant chargo 

to pour official txpMee Allowance. 

OHI Que8tionr conceming’yimr offic8 equipment 
?iisk diroctod to Office Equipment Suntic on atansion 
53994. 

(916750) 
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I . &wbe&throughiavea~orother~it 
tdetarmimdthataaitandquipm8attdun- 
-=1art,t& ch8imMrbouMinfonntbe 
clerkoftbeHowebylett#;expl8iain#thecir- ’ 
cumaurar8urroundingtbelomoftheitemorif 
~lUJW#UClldUwgUMUpwr) 
c8iptdthiebtt8r,thecierkwiiiorderMinv, 
t&iaboftbmoceumw8 Lwmtolocdr 
tbemiaingiteabo?it8maMdm6w8iathe* 
-rumnradkythe~or~.At 
th8COlllpiOtiWOfth8hV~tiW,tbClOfk 
willmndtotbat2olndttqonHouae- 
tr8tiom8copyoftheletm8copydtheiavwti- 
g&ion repod Gacluding 8n .&joctlvm sutoment 
88tOtlWC8W#Oftb1#~dMl8gW)Md8lOttW 
indic8tingtb8v8lwdtbeiteab8tthotimeit. 
lmadi8coveredlnimin#,orifdunlPul.thle 
extentofthe~themmltofhisinveatig8- 
tio&MdhiB8ctioatodhptJeeofthecue. 

9.IfitL&WminmdtbttbeC3mhnam 
spowib&omci8ll8ti8bleheor~~~ 
ch8rgedwithtbeut8bli8hedtmbinv8lwor 
thadopmc&&boakvalwofthei~~whiclk 
everbhi#lnr.Li8bilitywillbedeterminedon 
tbef~eupportb#wchc8ee.llIc8sninvolving 
tbalouofordamqetowitaa&ilethequig 
xwntboutddethe~o~,thech8irmM 
-~&mlVillbheldli&le. 

10.ThmCle*rdaci&mamtoli8bilityahallb 
flxulamdbind4ngunlen,within3O&yr,tha . churmrn or reapuible off&l rqwata a hear- 
kybeforetheClbimittwonHowe-’ 
tion. 

11. Payment of l charge levied agaiwt a 
Cfhairmur or reaporuible oBlcial muat be mado 
rvithin30&~oft&~~dnnrl~irion.It8 
ch8r#ebm8de8g8in8t8ch8inaMormpnsi= 
~-Iw*ialtiJeHowop8~forMy 
~,WIwotdlbededwtodfromhi8nMl 
Pv- 

lmheequipmentdbekoppd~the~ 
*cntorl8nd limiwion ~CO& W~OO ft8p8nt ir 
~O?Wh8~tbCh8h8Dor~le~ 
ci8lt~lvedofli8bilitybythecommittw~ 
Howe Adakiemtion. 
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